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SYSTEM 8 AT A GLANCE 


System 8 At a Glance is a quick reference guide designed to provide 
you with brief, step-by-step instructions for System 8 features. If you 
need more detailed information, refer to your System 8 Operator’s 
Guide or your System 3000 reference materials. 


Feature headings are alphabetized and printed in orange. Step-by- 
step instructions are numbered. Helpful tips are listed to provide 
further information. 


A 
ADD NEW DIRECTORY -— see DIRECTORY: UTILITIES 
ARCHIVE MENU 


To display Archive Menu: 

1. Display System Operations Menu. 

2. Type: a 

3. If unidentified diskette is in disk drive, remove it. 


ARCHIVE: ARCHIVE/TRANSFER OPERATIONS — see ARCHIVE: 
FIXED DISK TO DISKETTE or TRANSFER: DISKETTE TO 
FIXED DISK 


ARCHIVE: DELETE DOCUMENT ON DISKETTE 


1. Check that Archive Menu is displayed. 
2. For System 3000, if desired, select disk drive. 
(See ARCHIVE: SELECT DISK DRIVE.) 
. If required, type diskette password. 
(See ARCHIVE: PASSWORD ON DISKETTE.) 
Type: e 
. Type name(s) of document(s) to be deleted, separated by commas. 
. Press RETURN. 
. Press RETURN to verify; press CANCEL to cancel. 
. If prompted, insert diskette in disk drive. 
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TIP: If document is password-protected, type colon (:) and password 
after document name. 


ARCHIVE: DISPLAY DISKETTE DIRECTORY 


Ook 


. Check that Archive Menu is displayed. 
. For System 3000, if desired, select disk drive. 


(See ARCHIVE: SELECT DISK DRIVE.) 


. If required, provide diskette password. 


(See ARCHIVE: TYPE DISKETTE PASSWORD.) 


. Type: d 
. At prompt, insert diskette in disk drive. 
_ If end of Directory Display is not on screen, press DOWN ARROW 


key to display it, or press CANCEL. 


TIPS; 


Displays Standard Directory of diskette. 
Available space and document lengths are in storage units. 
Abbreviated Archive Menu displays at bottom of screen. 


ARCHIVE: FROM FIXED DISK TO DISKETTE 


To prepare for ARCHIVE: 
1. Know length of documents to be archived. 


O1 & OW ND 
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TI 


(See DIRECTORY: DISPLAY.) 


. Select diskette to be used for archive. 
. Display Archive Menu. (See ARCHIVE MENU.) 
. For System 3000, if desired, select disk drive. 


(See ARCHIVE: SELECT DISK DRIVE.) 


. If required, type diskette password. 


(See ARCHIVE: PASSWORD ON DISKETTE.) 


. Type: d 

. At prompt, insert diskette and close drive door. 

. Identify diskette and check available diskette space. 
. If desired, delete documents from diskette. 


(See ARCHIVE: DELETE DOCUMENT ON DISKETTE.) 


PS: 

For more information on checking available diskette space, see 
ARCHIVE: DISPLAY DISKETTE DIRECTORY. 

Insert diskette at ICU only if INSERT DISKETTE light is shining. 
DISKETTE IN USE light shines when operation is being performed 
and ICU disk drive door is locked. 

Both INSERT DISKETTE and DISKETTE IN USE lights are out 
when operation is completed. 
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ARCHIVE: FROM FIXED DISK TO DISKETTE (continued) 


To perform ARCHIVE: 
. Prepare for ARCHIVE (see above). 
. Check that Archive Menu is displayed. 
. Type: a 
. Keep arrow pointing to ““ARCHIVE-FIXED DISK TO DISKETTE”. 
. Change arrows to other operations as desired. 
. Press RETURN. 
. Select documents for ARCHIVE. 
(See ARCHIVE: SELECT DOCUMENTS.) 
8. If diskette becomes full, insert other diskettes as needed. 


NOOR WN — 


TIPS: 

e RETAIN ORIGINAL DOCUMENT results in an original and a 
copy. 

e DELETE ORIGINAL DOCUMENT leaves only a copy; to delete 
password-protected document, you must specify name and 
password. 

e NO OVERWRITE OF EXISTING DOCUMENTS OF SAME NAME 
protects document on diskette from being erased if names match. 

e OVERWRITE EXISTING DOCUMENTS OF SAME NAME 
replaces document on diskette with archived document if names 
match. 

e ERASE DISKETTE BEFORE ARCHIVE OPERATION erases 
system area, documents, and phrases on diskette before archive 
occurs. Selection must be verified by pressing RETURN. 


After ARCHIVE is complete: 

1. Remove diskette from disk drive. 

2. Press MENU. 

3. Check results of archive by editing the document named: archive 
4. Label diskettes as needed, using felt tip pen. 


TIP: To save information in archive document, print or rename it. 


ARCHIVE: PASSWORD ON DISKETTE 


1. Check that Archive Menu is displayed. 

2. For System 3000, if desired, select disk drive. 
(See ARCHIVE: SELECT DISK DRIVE.) 

. Type: p 

. Type diskette password. 

. Press RETURN. 

. Select other archive options desired. 
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TIP: You can select other options before inserting diskette; password 
will be checked when diskette is inserted. 


ARCHIVE: SELECT DISK DRIVE 


1. You must be at System 3000. 

2. Check that Archive Menu is displayed. 

3. Type: s 

4. Type underlined letter(s) to point arrow(s) to desired disk drive. 
5. Press RETURN. 


TIPS: 
e If you don't select drive, System uses Drive 1 at System 3000. 
e You can select other archive options before inserting diskette. 
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ARCHIVE: SELECTING DOCUMENTS 


To select all documents: 

1. Check that Archive Document Selection Prompt is displayed. 
2. Type asterisk (*) in NAME blank. 

3. Press RETURN. 


To select specific documents: 

1. Check that Archive Document Selection Prompt is displayed. 

2. Type document name(s) in NAME blank, separating with commas. 
3. |f desired, TAB to and fill other blanks. 

4. Press RETURN. 


To select by beginning characters in name: 

1. Check that Archive Document Selection Prompt is displayed. 
2. Type beginning characters desired in NAME blank. 

3. Type: * 

4. If desired, TAB to and fill other blanks. 

5. Press RETURN. 


To select by matching character positions in name: 

1. Check that Archive Document Selection Prompt is displayed. 

2. Type characters in positions to be matched, with one asterisk (*) 
in each position that should not be matched, in NAME blank. 

3. If desired, TAB to and fill other blanks. 

4. Press RETURN. 


To use a combination of name selection methods: 

1. Check that Archive Document Selection Prompt is displayed. 
2. Use combination of name selection methods described above. 
3. If desired, TAB to and fill other blanks. 

4. Press RETURN. 


ARCHIVE: SELECTING DOCUMENTS (continued) 


To select by directory: 

1. Check that Archive Document Selection Prompt is displayed. 

2. TAB to directory blank. 

3. For primary directory, type: p for secondary directory, type: s 
4. |f desired, TAB to and fill other blanks. 

5. Press RETURN. 


TIPS: 
e If you don’t use this blank, documents are archived from your 
primary directory. 


To select by author: 

1. Check that Archive Document Selection Prompt is displayed. 
2. TAB to AUTHOR blank. 

3. Type author initials. 

4. TAB to and fill last blank, if desired. 

5. Press RETURN. 


To select by date last revised: 

1. Check that Archive Document Selection Prompt is displayed. 
2. TAB to IF REVISED ON OR SINCE blank. 

3. Type date as numbers. 

4. Press RETURN. 


TIPS: 

e To enter February 14, 1980, type: 021480 

e Both documents recorded and documents edited on or since that 
date will be archived. 


To select by using a combination of methods: 

1. Check that Archive Document Selection Prompt is displayed. 
2. Fill as many blanks as desired, using methods above. 

3. Press RETURN. 


TIPS: 
e Each blank filled makes selection more specific. 
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AVAILABLE SPACE: to check, display any Directory Display. 


TIPS: 
e Displays as storage units. 


e One storage unit equals 2500 characters, or about 1 standard page. 


COPY DIRECTORY TAILORS — see DIRECTORY: UTILITIES 
COPY PHRASES — see DIRECTORY: UTILITIES 


COPY: FROM DISKETTE TO FIXED DISK — see TRANSFER: 
FROM DISKETTE TO FIXED DISK 


COPY: FROM FIXED DISK TO DISKETTE — see ARCHIVE: 
FROM FIXED DISK TO DISKETTE 


COPY: MERGE 


To merge two or more documents together: 

. Display System Operations Menu. 

. Type: s 

. Type: c 

Type names of original documents, separated by commas. 
. Type: / 

. Type name of merged document. 

. Press RETURN. 

. Type: m 


ONOONRWN 


TIPS: 

e Original documents are removed and only the merged document 
remains. 

e System assumes primary directory. 

e Originals and merged document must be in same directory. 

e To merge documents in secondary directory, before typing first 
document name, type: #2 For example, to merge and rename 
“original-a’’ and “‘original-b’’, as ‘“merged’’, type: 

# 2original-a,original-b/merged 

e To merge documents from different directories, copy, then delete 

Original documents. (See COPY: STANDARD.) 


COPY: STANDARD 


To copy one document: 

Display System Operations Menu. 
1. Type: s 

2. Type: c 

3. Type name of original document. 
4. Type: / 

5. Type name of copy. 

6. Press RETURN twice. 


TIPS: 

e Both original document and copy are retained. 

e System assumes primary directory. 

e Tocopy document from secondary to secondary directory, type 
#2 before name of original (#2original/copy). 

e Tocopy from primary to secondary directory, type #2 before 
name of copy (original/#2copy). 

e Tocopy from secondary to primary, type #2 before name of 
Original and #1 before name of copy (#2original/#1copy). 


To copy several documents and then merge copies together: 
. Display System Operations Menu. 

. Type: s 

. Type: c 

. Type names of original documents, separated by commas. 
. Type: / 

. Type name of copy. 

. Press RETURN twice. 


NOOR WN — 


TIPS: 
e Both original documents and merged copy retained. 
e System assumes primary directory. 

e Documents will be copied from primary directory until #2 typed. 
After #2 typed, documents will be copied from secondary 
directory until #1 typed. 

e Merged copy will be stored in primary directory unless #2 is last 
number typed before name of merged copy. 
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DELETE EXISTING DIRECTORY — see DIRECTORY: UTILITIES 


DIRECTORIES: REVERSE ACCESS ORDER 


To reverse access order of primary and secondary directories: 


1 
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. Display System Operations Menu. 
2. Press MODE. 

3. 

4. If you are not signed on to the secondary directory desired, sign on 


Type: d 


now. (See SECONDARY DIRECTORY.) 


. Type: o 
. Press RETURN. 
. Press MENU. 


TIPS: 
Operations affected when secondary directory is first accessed: 


DIRECTORY DISPLAY — If you bypass the Directory blank, the 
System will display documents in secondary directory first, 
followed by documents in primary directory. 
RECORD — System assumes document will be recorded in 
secondary directory, unless you type #1 and a comma before 
document name. For example, to record “Johnny” in primary 
directory, type: #1,Johnny 
EDIT — System assumes document is stored in secondary direc- 
tory, unless you type #1 before document name. For example, to 
edit “Johnny” in primary directory, type #1Johnny 
PRINT — Same as EDIT. 
COPY — Same as EDIT. For example, to make a copy of 
“Johnny” named “JohnnyC”: 
— To copy from secondary directory to primary directory, 

type: Johnny/#1JohnnyC 
— Tocopy from primary directory to primary directory, 

type: #1Johnny/JohnnyC 
— To copy from primary directory to secondary directory, 

type: #1Johnny/#2JohnnyC 
ARCHIVE — Documents are normally archived from secondary 
directory. To archive from primary directory, type: p 
TRANSFER — Documents are transferred to secondary directory. 
This is only method to transfer documents to secondary directory. 
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DIRECTORIES: REVERSE ACCESS ORDER (continued) 


TIPS: (continued) 

Operations not affected when secondary directory is first accessed: 

e DIRECTORY — Typing p in DIRECTORY blank still displays 
documents from primary directory; typing s in DIRECTORY 
blank still displays documents from secondary directory. 

e PHRASES — Phrases created and used are always stored in phrase 
dictionary of primary directory. 

¢ ARCHIVE/TRANSFER — Document named “‘archive’’ is always 
stored in primary directory. 

e DIRECTORY TAILORS — You may tailor only the primary 
directory. 


DIRECTORY: CHANGE — see PRIMARY DIRECTORY: CHANGE 
or SECONDARY DIRECTORY 


DIRECTORY: DISPLAY 


1. Display System Operations Menu. 

2. Type: d 

3. For Names only, type: n Press RETURN. 
For Standard, press RETURN. 
For History, type: h Press RETURN. 

4. Select documents for display. (See DIRECTORY: SELECTING 
DOCUMENTS FOR DISPLAY.) 


TIPS: 

e Available disk space and document length in storage units. 

e One storage unit equals 2500 characters, or about 1 standard page. 

e To print any display, be sure printer is ready, then before pressing 
RETURN in step 3, type: p 

e To scroll through directory, press DOWN ARROW key. 


DIRECTORY: SELECTING DOCUMENTS FOR DISPLAY 


To select all documents: 
1. Press RETURN. 


To select specific documents: 
1. Type document name(s) in NAME blank, separating with commas. 
2. |\f desired, TAB to and fill other blanks. 
3. Press RETURN. 


To select by beginning characters in name: 

1. Type beginning characters desired in NAME blank. 
2. Type: * 

3. If desired, TAB to and fill other blanks. 

4. Press RETURN. 


To select by matching character positions in name: 

1. In the NAME blank, type characters in positions to be matched, 
with one asterisk (*) in each position that should not be matched. 

2. |f desired, TAB to and fill other blanks. 

3. Press RETURN. 


To use a combination of name selection methods: 

1. Use combination of name selection methods described above, 
separating with commas. 

2. |\f desired, TAB to and fill other blanks. 

3. Press RETURN. 


To select by directory: 

1. TAB to DIRECTORY blank. 

2. For primary directory only, type: p 
For secondary directory only, type: s 
For all unprotected directories, type: a 

3. If desired, TAB to and fill other blanks. 

4. Press RETURN. 


TIP: If you don't use this blank, documents will be displayed for all 
directories you are signed on to. 
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DIRECTORY: SELECTING DOCUMENTS FOR DISPLAY 
(continued) 


To select by author: 

1. TAB to AUTHOR blank. 

2. Type author initials. 

3. TAB to and fill last blank, if desired. 
4. Press RETURN. 


To select by date last revised: 

1. TAB to IF REVISED ON OR SINCE blank. 
2. Type date as numbers. 

3. Press RETURN. 


TIPS: 

e To enter February 14, 1980 as the date, type: 021480 

e The System will display all documents either recorded or edited 
on or after that date. 


To select using a combination of methods: 
1. Fill as many blanks as desired, using methods above. 
2. Press RETURN. 


TIP: Each blank filled makes selection more specific. 
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DIRECTORY: UTILITIES 


To display Directory Utilities Menu when signed on to Directory: 
1. You must be the only work station signed on. 

2. Display System Operations Menu. 

3. Press OFF once. 

4. Check that Operating Mode Menu is displayed. 

5. Type: u 

6. Type: d 


To display Directory Utilities Menu when your work station is off: 

1. All other work stations must be signed off. 

2. Power on your work station. (See POWER ON: WORK STATION.) 
3. Check that Operating Mode Menu is displayed. 

4. Type: u 

5. Type: d 


To view directory IDs: 
1. Check that Directory Utilities Menu is displayed. (See above.) 
2. Type: v 


TIPS: 
e Password-protected directory IDs will be included. 
e Abbreviated Directory Utilities Menu displays at bottom of screen. 


To add new directory: 

. Check that Directory Utilities Menu is displayed. (See above.) 
. Type: a 

. Type 3-letter directory ID. 

. Press RETURN. 

. lf desired, type 1-8 letter password. 

. Press RETURN. 

. Type new directory ID. 

._ If password-protected, also type colon (:) and password. 

. Press RETURN. 


OONOOABRWN — 
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DIRECTORY: UTILITIES (continued) - 


To delete Directory: = 
1. Check that Directory Utilities Menu is displayed. (See above.) 

2. Type: d E 
3. Type directory ID to be deleted. 

4. |f required, type colon (:) and directory password. 
5. Press RETURN. 

6. Press RETURN. (To cancel, press CANCEL.) me 


TIP: Directory cannot be deleted if it contains documents or 
unnamed phrase. 


To modify a directory password: 


1. Check that Directory Utilities Menu is displayed. (See above.) 
2. Type: m 
3. Type directory ID. 7 
4. |f required, type colon (:) and directory password. 
5. Press RETURN. 7 
6. Type new password desired; for no password, type nothing. 
7. Press RETURN. 7 
8. Type directory ID. 
9. If new password created, type: colon (:) and new password. 

10. Press RETURN. 

11. Press RETURN. (To cancel, press CANCEL.) 


To copy all phrases from one directory to another: ae 
. Check that Directory Utilities Menu is displayed. (See above.) 

. Type: p 

. Type directory ID which has phrases you want to copy. 

. Press RETURN. 

. Type directory ID which should receive copied phrases. 

. Type: a 

. Press CANCEL. 
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TIP: If any phrase letters in source directory match those in destina- 
tion directory, those phrases in destination directory will be 
replaced. 


To copy selected phrases from one directory to another: 

1. Check that Directory Utilities Menu is displayed. (See above.) " 
2. Type: p 

3. Type directory |D which has phrases you want to copy. 


] 
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DIRECTORY UTILITIES (continued) 


CON OOF 


. Press RETURN. 

. Type directory ID which should receive copied phrases. 

. Press RETURN. 

. Type: s 

. To copy specific phrases, type letters separated by commas (a,c,d). 


To copy a group, type first letter, hyphen (-), and end letter 
(K-e). 


. Press RETURN. 
. Press CANCEL. 


TIP: If any phrase letters in source directory match those in destina- 


tion directory, those phrases in destination directory will be 
replaced. 


To change letter ID of phrase copied to another directory: 


. Check that Directory Utilities Menu is displayed. (See above.) 
. Type: p 

. Type directory ID which has phrases you want to copy. 

. Press RETURN. 

. Type directory 1D which should receive copied phrases. 

. Press RETURN. 

. Type: c 

. Type letter of phrase desired from source directory. 

. Type letter to use for phrase copy in destination directory. 

. Repeat steps 8 and 9 until phrases desired are copied and renamed. 
. Press RETURN. 

. Press CANCEL. 


TIP: Changing phrase letter of copy saves phrase text in destination 


directory when original phrase |Ds match. 


To copy directory tailors: 


OBRWN — 
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. Check that Directory Utilities Menu is displayed. (See above.) 

. Type: t 

. Type |D of directory to receive selected tailors. 

. Press RETURN. 

. Type ID of directory which has tailors you want to copy, or type 


nothing to copy standard directory tailors. 


. Press RETURN. 
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DISKETTE: INSERT AT ICU 


1. Be sure ICU disk drive is not being used. 

2. If disk drive is closed, open by gently squeezing handle. 

3. Insert diskette with label side facing up toward you. 

4. Push diskette in gently until it clicks in place. 

5. Close disk drive door by pushing down in quick, firm motion. 


TIPS: 

e See ICU: LIGHTS WHILE SIGNED ON TO PRIMARY 
DIRECTORY for light conditions at |CU during ARCHIVE/ 
TRANSFER operations or DISKETTE UTILITIES. 

e See ICU: LIGHTS DURING SYSTEM UPDATE OR RESTORE 
for light conditions at |CU during SYSTEM RESTORE or 
SYSTEM UPDATE. 


DISKETTE: UTILITIES 

To use ICU disk drive for diskette utilities: 

1. Display System Operations Menu. 

2. Type: u 

3. Select diskette utility option desired, and follow prompts. 


TIPS: 


e INSERT DISKETTE light shines when it is time to insert diskette. 


e¢ DISKETTE IN USE light shines when disk drive is being used. 

e INSERT DISKETTE and DISKETTE IN USE lights are out when 
disk drive is not being used or operation finished. 

¢ See System 8 Operator’s Guide—Using Diskette and Directory 
Utilities—for more information about diskette utilities. 


DOCUMENT BREAK 


To divide one document into smaller documents: 


a: 


ONOORWN— 


. Display System Operations Menu. 
. Type: s 
. Type: b 


Type name of document to be divided. 
Type: / 


. Type 1-8 character name for new documents. 
. Press RETURN. 
. Type page number(s) after which document will be divided, 


separated by commas. 
Press RETURN. 
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TIP: Segmented documents will be named with endings of -a, -b, etc. 


EDIT 


To edit previously recorded documents: 


1. 
Zi 
3. 
4. 
5. 


Display System Operations Menu. 

Type: e 

Type document name. 

lf required, type colon (:) and document password. 
Press RETURN. 


TIPS: 


e To edit document in secondary directory, type #2 before docu- 
ment name. For example, to edit document named ‘‘Johnny”, 


type: #2Johnny 
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HALT: AT PRINTER 


To stop printer at printer: 
1. Press STOP/START. 


TIP: ON LINE light blinks after pressing STOP/START. 


To restart printer at printer: 

1. ON LINE light must be blinking. 

2. Check last page printed for any printing instructions. 

3. If printing instructions are printed, follow instructions. 

4. To resume print at position stopped, press STOP/START. 
To reprint current page, press REPRINT. 


TIP: When ON LINE light is blinking, only operator at printer can 
restart printer. 


HALT: FROM WORK STATION 


To halt printer from work station: 

1. Press HALT. 

2. |f more than one printer halts, type number of printer to remain 
halted. 

3. Type underlined letter of desired option. 


TIPS: 

e If printing continuously, reposition paper before selecting 
REPRINT CURRENT DOCUMENT or REPRINT CURRENT 
PAGE. 

e If printing continuously, paper is repositioned automatically when 
you select PRINT NEXT DOCUMENT or STOP PRINT AND 
CLEAR QUEUE. 

e Only the printer currently printing your document will halt. 

e ON LINE light at printer goes out while printer is halted. 

¢ Operator at printer cannot restart it while printer is halted from 
work station. 

¢ You cannot halt printing from work station if printer’s ON LINE 
light is blinking. 
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ICU: INSERT DISKETTE — see DISKETTE: INSERT AT ICU 


ICU: LIGHTS DURING SYSTEM UPDATE OR RESTORE 


A B C What You Should Do 


D 
O _siInsert first diskette. 
O 


Insert next diskette. 
Operation running—wait at ICU. 
Operation complete—remove diskette. 


Wrong diskette—remove and insert correct 
diskette. 


TIPS: 

e S = Shining, O = Out 

e A light blinks when an error is preventing System Restore or 
Update. 

e A,B,C, and D lights blink when a hardware error has occurred. 


ICU: LIGHTS WHILE SIGNED ON TO PRIMARY DIRECTORY 


Insert Diskette System 
Diskette In Use Status What You Should Do 


Normal operation—work 
station(s) signed on. 


Insert diskette for selected 
Operation. 


Diskette in use, drive door 
locked. 


TIPS: 

e S$ = Shining, O = Out 

e C light shining steadily or blinking means Recovery must be 
performed—see RECOVER FIXED DISK. 
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ICU: POWER OFF — see POWER OFF: ICU - 
ICU: POWER ON — see POWER ON: ICU - 
INSERT DISKETTE AT ICU — see DISKETTE: INSERT AT ICU = 
LIGHT CONDITIONS: ICU — see ICU: LIGHTS i 
LIGHT CONDITIONS: PRINTER — see PRINTER: LIGHTS = 
MOD II: POWER OFF — see POWER OFF: WORK STATION a 
MOD II: POWER ON — see POWER ON: WORK STATION = 
MODIFY DIRECTORY PASSWORD -— see DIRECTORY: UTILITIES — 
MOVE — see PHRASE -_ 
OPERATING MODE MENU = 
e To display, you must be the only operator signed on. a 
e Choose SYSTEM OPERATIONS to sign on to directory. 

e Choose SYSTEM UTILITIES to perform Directory Utilities or _ 


Recover Fixed Disk. 
e Release level of current software displays at top of screen. - 
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PASSWORD: DIRECTORY — see DIRECTORY: UTILITIES 
PHRASE: COPY — see DIRECTORY: UTILITIES 
PHRASE: DELETE 


1. Record or edit a document. 

2. Press PHRASE. 

3. Press DEL. : 

4. Type letter of phrase to be deleted. 


TIPS: | 
e You can only delete phrases stored in primary directory. 
e This operation deletes both phrase text and phrase letter. 


PHRASE: VIEW 


To view phrases used during Record or Edit: 
1. Press PHRASE twice. 


TIPS: 
e Phrase letters used will display momentarily. 


Up to 52 phrase letters may display (A-Z or a-z). 
MOVE BLOCK IN USE displays as asterisk (*). 
Phrases used also appear in any directory display. 


POWER OFF: ICU 


1. Be sureSYSTEM STATUS light is blinking. 
2. Press POWER button. 


TIP: Never press POWER button when SYSTEM STATUS light 
shines steadily. 
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Only letters identifying phrases in primary directory will display. 
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POWER OFF: PRINTER 


1. Be sure other operators do not need printer. 
2. Use power switch in back of printer. 


TIPS: 

e Twin track printer connected to System 3000 powers off when 
System 3000 is powered off. 

e Draft printer power switch is on left side of printer. 

e After printer is turned off, OPERATING STATUS in print queue 
display will be INACT until powered on again. 

e After printer is turned off, any documents queued to it will remain 
in print queue. Documents will print when printer is on again. 
They can, however, be removed. (See PRINT QUEUE.) 

e Documents can be queued to a printer that is off. 


POWER OFF: WORK STATION 


System 3000: 
1. Display System Operations Menu. 
2. Press OFF twice. 


TIP: Twin track printer connected to a System 3000 will go off when 
System 3000 powered off. 


Mod II: 
1. Display System Operations Menu. 
2. Press OFF twice. 


3. If prompted, use power switch on front, lower right side of console. 


POWER ON: ICU 


1. ALTERNATE START/NORMAL START switch must be pushed 
down for NORMAL START. 

2. POWER light must be off. (Otherwise, ICU is already on.) 

3. Press POWER button once. 

4. Wait until just the SYSTEM STATUS light starts blinking. 
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POWER ON: PRINTER 


Metal or Plastic Wheel printers: 

1. Check that ICU is on. (See POWER ON: ICU.) 

2. Place paper in printer. 

3. Use POWER button or switch located in back of printer. 

4. Press STOP/START once. 

5. Check that ON LINE and RBN are shining steadily and that 
ERROR light is out. 


TIPS: 

e SF switch should be off unless using Sheet Feeder. 

¢ Twin track connected to System 3000 is automatically powered on 
when System 3000 is powered on, unless printer’s power switch 
is used. 

¢ Once printer is powered on, change paper, print wheels, ribbon, 
etc. only when ON LINE light is blinking. (See HALT: AT 
PRINTER.) 


Draft Printer: 

1. Check that ICU is on. (See POWER ON: ICU.) 

2. Use power switch on lower left side of printer. 

3. If necessary, position paper. 

4. Press ON LINE button. 

5. Check that POWER and ON LINE lights are on and CHECK light 
is off. 


TIP: 

e Adjust paper or change ribbon only when ON LINE light is off. 
The 8LPI light will be on for 8 lines per inch and off for 6 lines 
per inch. 


POWER ON: WORK STATION 


1. Check that ICU is on. (See POWER ON: ICU.) 
2. Use POWER button or switch under front right side of work 
station console. 


TIPS: 

e To use as System 8 work station, see PRIMARY DIRECTORY: 
SIGN ON. 

¢ To perform System Utilities, see DIRECTORY: UTILITIES or 
RECOVER FIXED DISK. 
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PRIMARY DIRECTORY: CHANGE 


1. Display System Operations Menu. 

2. Press OFF once. 

3. If Operating Mode Menu displays, select WORD PROCESSING. 
(See WORD PROCESSING: SELECT.) 

4. Type desired primary directory ID. 

5. If required, type colon (:) and directory password. 

6. Press RETURN. 


PRIMARY DIRECTORY: SIGN ON 


At System 3000: 

1. If operating as stand-alone, power off. 
(See POWER OFF: WORK STATION.) 

2. Turn work station on. (See POWER ON: WORK STATION.) 

3. Type: w 

4. |\f Operating Mode Menu displays, select WORD PROCESSING. 
(See WORD PROCESSING: SELECT.) 

5. Type primary directory ID. (To operate as stand-alone, see 
SYSTEM 3000: STAND-ALONE.) 

6. If required, type colon (:) and directory password. 

7. Press RETURN. 


At Mod II: 

1. Turn work station on. (See POWER ON: WORK STATION.) 

2. |f Operating Mode Menu displays, select WORD PROCESSING. 
(See WORD PROCESSING: SELECT.) 

3. Type primary directory ID. 

4. |f required, type colon (:) and directory password. 

5. Press RETURN. 


PRIMARY DIRECTORY: TAILOR 


. Display System Operations Menu. 
Type: u 

Type: p 

. Change as many tailors as desired. 

. To record tailors, press MENU twice. 


OoRWN = 


To prevent tailors from being recorded, press CANCEL twice. 


TIPS: 
e Tailors affect primary directory only. 
e For tailoring procedures, see System 8 Operator's Guide. 


. Directory you want to tailor must be your primary directory. 
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PRINT 


. Check that your printer is ready. (Gee POWER ON: PRINTER.) 

. Display System Operations Menu. 

. Type: p 

. Type document name. 

. Press RETURN. 

. Select desired print options. 

. Press RETURN. 

. If you type “‘o” at step 5, select special option(s) and press 
RETURN. 


CON OORWN — 


TIPS: 

e To print document stored in secondary directory, type #2 before 
document name. For example, to print document named 
“Johnny” stored in secondary directory, type: #2Johnny 

e Toprint documents, the ON LINE and RBN lights at printer must 
be shining and the ERROR light must be off. 

e To stop print, press HALT. (See HALT.) 

e When no print options are selected, the document prints continu- 
ously on the printer assigned to your work station. 

e SINGLE SHEET — System stops printer after each page so new 
sheet of paper can be inserted. STOP/START button must be 
pressed to continue printing. After the document is printed, 
STOP/START button must be pressed to print next document. 

e PRINTER NUMBER — For first available printer, type ‘“pQ”’; for 
first available of special printers, type printer numbers (p1p3); for 
One special printer, type printer number (p2). 

e SELECTED PAGES — Separating numbers with commas (1,3,5,7) 
prints only those pages and does not repaginate; separating numbers 
with hyphens (5-10 or 25-999) prints and repaginates that series 
of pages. 
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PRINT QUEUE 


To display: 

1. Display System Operations Menu. 

2. Press MODE. 

3. Type: q 

4. |f desired, to display all stations, type: a 


TIPS: 

e Your work station number displays as asterisk (*). 

e Document names underlined are printing. 

e Only documents at ACTIVE printers will print. 

¢ Documents at printers OFF or INACT will print when printer is 
turned on. (See POWER ON - PRINTER.) They can, however, be 
removed. (See below.) 


To add document to print queue, see PRINT 


To remove one document in print queue: 

1. Display print queue. (See above.) 

2. Type: d 

3. Type: p 

4. Type number of printer. 

5. Type number of the document's print queue position. 
6. Press RETURN. 


TIPS: 

e You can remove only documents with asterisk (*) in WS column. 

e Documents with underlined names can be removed only with 
HALT option such as Print Next Document. (See HALT.) 


To remove all documents queued to print at one printer: 
1. Display print queue. (See above.) 

2. Type: d 

3. Type: a 

4. Type number of printer. 

5. Press RETURN. 


TIPS: 

e You can remove only documents with asterisk (*) in WS column. 

e Documents with underlined names can be removed only with 
HALT option such as Print Next Document. (See HALT.) 
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PRINT WHEEL SETS 


To change: 
1. Display System Operations Menu. 
2. Press MODE. 
3. Type: w 
4. To change for regular printer, type: 1 
To change for twin track printer, type: 1 (or) 2 
. Type letter of print wheel choice. 
6. Press MENU. 


o1 


TIPS: 

¢ Change only affects documents printed from your work station. 

e Change only affects documents queued to print after print wheel 
set is changed. 

e Change affects documents queued to printer only until work 
station is turned off or print wheel set is changed again. 

e Be sure correct print wheel is used when document prints. (For 
changing print wheel at remote printer, see STOP INSTRUCTION.) 

e For twin track, print head #1 is on left side, print head #2 is on 
right. 


PRINT: AS STAND-ALONE SYSTEM 3000 — see SYSTEM 3000: 
STAND-ALONE 


PRINTER: LIGHTS 

e ON LINE light is out when printer has just powered on or when 
printer is halted from work station. 

e ON LINE light blinks when only the operator at printer can restart 
printing. 

e RBN light is on when ribbon has not run out. 

e ERROR light is out when no printer errors have occurred. 


PRINTER: START — see POWER ON: PRINTER or HALT: AT 
PRINTER 


PRINTER: STOP — see HALT or STOP INSTRUCTION 
PRINTER: POWER OFF — see POWER OFF: PRINTER 


PRINTER: POWER ON — see POWER ON: PRINTER 
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QUEUE — see PRINT QUEUE 
RECORD 


To type new document: 

1. Display System Operations Menu. 

2. Type: r 

3. Type document name (1-10 letters, numbers, or hyphens). 

4. \f desired, type colon (:) and password (3 characters). 

5. If desired, TAB to DESCRIPTION blank, and type description. 
6. If desired, TAB to AUTHOR blank, and type author initials. 
7. Press RETURN. 
8. Type document text. 
9. Press MENU when finished. 


e Document is recorded in primary directory. To record in secondary 
directory, type ‘‘#2,’’ before document name. For example, to 
record document named “‘Johnny”’ in secondary directory, type: 
#2, Johnny 


RECOVER FIXED DISK 


To prepare for Recovery at work stations operating normally: 

1. Do not start any new operation. 

2. Allow operations currently running successfully to be completed 
(copy, archive, etc.). 

3. Display Systems Operations Menu. 

4. Press OFF once. 


To prepare for Recovery at work stations operating abnormally: 

1. Press RETURN. 

2. Display System Operations Menu. 

3. Press OFF key twice. 

4. Work stations which do not respond should power off using power 
switch. 


—_— —_ 
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RECOVER FIXED DISK (continued) 


To perform Recovery: 

. All work stations must be signed off or powered off. (See above.) 

. Press POWER button at ICU to power off. 

. Power ICU back on. (See POWER ON: ICU.) 

. Power on one work station, if it is not already on. 
(See POWER ON: WORK STATION.) 

.If “ERROR — SYSTEM 8 RECOVERY MUST BE RUN. PRESS 
RETURN TO CONTINUE” displays, press RETURN. 

. Display Operating Mode Menu. 

Type: u 

Type: r 

Type: r 

Read messages displayed. 

. After a Recovery, check documents as needed. 


oO BOND = 
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TIP: To read Recovery messages more easily, press HALT. To 
continue, press RETURN. 


SECONDARY DIRECTORY 


To establish or change: 

. Display System Operations Menu. 

. Press MODE. 

. Type: d 

. Type: s 

. Type secondary directory desired. 

. [f required, type colon (:) and directory password. 
- Press RETURN. 

- Press MENU. 


CON OOBRWN = 


TIPS: 


e To use documents in secondary directory, see appropriate heading. 


(RECORD, EDIT, PRINT, DIRECTORY, etc.). 

e Secondary directory always uses its own directory tailors. 

e To reverse access to secondary directory see DIRECTORIES: 
REVERSE ACCESS ORDER. 


SIGN ON — see PRIMARY DIRECTORY: SIGN ON, PRIMARY 
DIRECTORY: CHANGE, or SECONDARY DIRECTORY 


STANDARD COPY — see COPY: STANDARD 
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START: PRINTER — see POWER ON: PRINTER or HALT: AT 
PRINTER 


STOP INSTRUCTION 


To stop printer at end of a specified page without sending message: 
1. Record or edit document. 

2. Position cursor on last page you want printed before printer stops. 
3. Press ALT SHIFT + SHIFT + HALT. 

4. Continue editing or recording as needed. 


TIP: Use as needed when printing document continuously. 


For print instructions before first page of document: 

1. Record or edit document. 

2. Position cursor immediately above text to be printed on first page. 
3. Type print instructions. 

4. Press ALT SHIFT + SHIFT + HALT. 

5. Press SHIFT + PAGE/PARA. 


TIPS: 

e Begin message with caption such as ‘“PRINT INSTRUGTIONS”. 

e |f automatic page numbers are used, reset with page number 
control. 


For print instructions after first page of document: 
1. Record or edit document. 

2. Position cursor at point where printer should stop. 
3. Begin a new page (Press SHIFT + PAGE/PARA). 
4. Type print instructions. 

5. Press ALT SHIFT + SHIFT + HALT. 

6. Begin a new page. (Press SHIFT + PAGE/PARA.) 


TIPS: 
e Begin message with caption such as ‘‘PRINT INSTRUCTIONS”. 
e |f automatic page numbers are used, reset with page number control. 


To respond to Stop Instruction at printer: 

1. Read message printed before printer stopped. 
2. Follow directions in message. 

3. Press STOP/START when printing can resume. 


STOP: PRINTER — see HALT 
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SYSTEM 3000: STAND-ALONE 


To operate as stand-alone with Utility Disk: 

1. Check that System 3000 is off. (If it is not, see POWER OFF: 
WORK STATION.) 

2. Press POWER button located under front right side of console. 

3. Insert Utility Disk. 


TIPS: 
e Software level of diskette must match level of Utility Disk. 
e All diskette utility operations may be performed. 


To power on and operate as stand-alone without Utility Disk: 
1. Press POWER button located under front right side of console. 
2. Type: w 


3. If Operating Mode Menu displays, choose WORD PROCESSING. 


(See WORD PROCESSING: SELECT.) 
4. Press MODE. 
5. For stand-alone word processing with print, type: p 


For stand-alone word processing with communications, type: c 


6. Insert Word Processing Diskette in Drive 1. (Or, to return to 
System 8 work station, press CANCEL.) 


TIPS: 
e Use System 3000 Word Processing Diskette, Level C or above. 
e System 3000 Utility Operations cannot be performed. 


To change from System 8 to stand-alone without Utility Disk: 
1. Display System Operations Menu. 
2. Press OFF once. 


3. If Operating Mode Menu displays, select WORD PROCESSING. 


(See WORD PROCESSING: SELECT.) 
4. Press MODE. 
5. For stand-alone word processing with print, type: p 


For stand-alone word processing with communications, type: c 


6. Insert Word Processing Diskette in Drive 1. (Or, if you would 
rather return to System 8 work station, press CANCEL.) 


TIPS: 
e Use System 3000 Word Processing Diskette, Level C or above. 
e System 3000 Utility Operations cannot be performed. 
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SYSTEM 3000: STAND-ALONE (continued) 


To print documents at stand-alone System 3000 connected to 
System 8: 
1. Check that printer is connected to your System 3000. 
2. Check that your System 3000 is operating as stand-alone. 
(See SYSTEM 3000: STAND-ALONE.) 
3. If printer is on, power it off. (Gee POWER OFF: PRINTER.) 
4. Power printer on by using POWER button or switch located in 
back. 
5. Do not use printer control panel. (Lights should stay out.) 


TIPS: 

e While operating printer with System 3000, System 8 work stations 
cannot use printer. 

e Toreturn printer to System 8 work stations, press STOP/START 
button on printer control panel. 

SYSTEM 3000: POWER OFF — see POWER OFF: WORK STATION 

SYSTEM 3000: POWER ON — see POWER ON: WORK STATION 

SYSTEM 8: POWER OFF — see POWER OFF: SYSTEM 8 

SYSTEM 8: POWER ON — see POWER ON: SYSTEM 8 

SYSTEM 8: SIGN ON — see PRIMARY DIRECTORY: SIGN ON 

SYSTEM OPERATIONS — see WORD PROCESSING: SELECT 


SYSTEM UTILITIES — see DIRECTORY: UTILITIES or RECOVER 
FIXED DISK 


TAILOR PRIMARY DIRECTORY — see PRIMARY DIRECTORY: 
TAILOR 


TAILORS: COPY — see DIRECTORY: UTILITIES 
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TRANSFER: FROM DISKETTE TO FIXED DISK 


To prepare for transfer: 
1. Select diskette to be used for transfer. 
2. Check available space on fixed disk. 
(See DIRECTORY: DISPLAY.) 
. Display Archive Menu. (See ARCHIVE MENU.) 
. For System 3000, if desired, select disk drive. 
(See ARCHIVE: SELECT DISK DRIVE.) 
5. If required, type diskette password. 
(See ARCHIVE: PASSWORD ON DISKETTE.) 
. Type: d 
. At prompt, insert diskette in disk drive. 
. Identify diskette and check length of documents to be transferred. 
. If desired, delete documents from diskette. 
(See ARCHIVE: DELETE DOCUMENT ON DISKETTE.) 
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TIPS: 

e Insert diskette at ICU only when INSERT DISKETTE light shines. 

e DISKETTE IN USE light shines when operation is being performed 
and ICU disk drive door is locked. 

e INSERT DISKETTE and DISKETTE IN USE lights are out when 
Operation is complete. 

e For more information about identifying diskette and checking 
documents, see ARCHIVE: DISPLAY DISKETTE DIRECTORY. 
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TRANSFER: FROM DISKETTE TO FIXED DISK (continued) 


To perform transfer: 


1. 
2. Check that Archive Menu is displayed. 

3. 

4. To point arrow to TRANSFER-DISKETTE TO FIXED DISK, 


“J © O1 


Prepare for transfer. (See above.) 
Type: a 


type: t (Keep arrow pointing to TRANSFER-DISKETTE TO 
FIXED DISK.) 


. Change arrows to point to other options as desired. 
. Press RETURN. 
. Select document names for transfer. 


(See TRANSFER: SELECTING DOCUMENTS.) 


TIPS: 


RETAIN ORIGINAL DOCUMENT results in an original and a copy. 
DELETE ORIGINAL DOCUMENT leaves only the copy on fixed 
disk. If the original is password-protected, you must specify name 
and password. 

NO OVERWRITE OF EXISTING DOCUMENTS OF SAME NAME 
protects document on fixed disk from being erased if its name 
matches that of the document on the diskette. 

OVERWRITE EXISTING DOCUMENTS OF SAME NAME 
replaces the document on fixed disk with the document on 
diskette if their names match. 

ERASE DISKETTE BEFORE ARCHIVE OPERATION cannot be 
used during transfer. 


After transfer is complete: 


ie 
Z, 


Remove diskette from disk drive. 
Press MENU. 


3. Check results of transfer by editing document named “‘archive”’. 


TIP: To save information in archive document, print or rename it. 
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TRANSFER: SELECTING DOCUMENTS 


To select all documents: 

1. Check that Transfer Document Selection Prompt is displayed. 
2. Type asterisk (*) in NAME blank. 

3. Press RETURN. 


To select specific documents: 

1. Check that Transfer Document Selection Prompt is displayed. 

2. Type document name(s) in NAME blank, separated with commas. 
3. Press RETURN. 


To select by beginning characters in name: 

1. Check that Transfer Document Selection Prompt is displayed. 
2. Type beginning characters desired in NAME blank. 

3. Type an asterisk (*). 

4. Press RETURN. 


To select by matching character positions in name: 

1. Check that Transfer Document Selection Prompt is displayed. 

2. In the NAME blank, type characters to be matched, with one 
asterisk (*) in each position that should not be matched. 

3. Press RETURN. 


To use a combination of name selection methods: 

1. Check that Transfer Document Selection Prompt is displayed. 
2. Use combination of name selection methods described above. 
3. Press RETURN. 
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VIEW DIRECTORY IDS — see DIRECTORY: UTILITIES 
WORD PROCESSING: SELECT 


To select word processing operations from Operating Mode Menu: 
1. Type: o 

2. Type date and time as numbers. 

3. Press RETURN. 


TIPS: 

e When filling in Date and Time Prompt, for March 17, 1981, 8:30 
a.m., you would type: 0317810830 

e When typing Date and Time, the prompt remains displayed for 20 


seconds. If Operating Mode Menu redisplays, type “‘o"’ and 
complete Date and Time Prompt more quickly. 


WORK STATION: POWER OFF — see POWER OFF: WORK 
STATION 


WORK STATION: POWER ON — see POWER ON: WORK STATION 
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INDEX 


Add New Directory — see Directory: Utilities 

Archive Menu. . . 

Archive: Archive/T ransfer Operations - — see ‘Archive: From 
Fixed Disk to Diskette, or Transfer: From Diskette to 
Fixed Disk 

Archive: Delete Document On Diskette 

Archive: Display Diskette Directory 

Archive: From Fixed Disk to Diskette. 

To prepare for archive . 
To perform archive . 
After archive is complete . 

Archive: Password on Diskette 

Archive: Select Disk Drive 

Archive: Selecting Documents . 

All documents . 

Specific documents . 

Beginning characters in name 
Matching character positions inname . 
Combination of name selection methods . 
By directory 

By author . 

By date last revised . 

Combination of methods . 

Available Space 

Copy Directory Tailors — see > Directory: Utilities 

Copy Phrases — see Directory: Utilities 

Copy: From Diskette to Fixed Disk — see Transfer: From 
Diskette to Fixed Disk 

Copy: From Fixed Disk to Diskette — see Archive: From 
Fixed Disk to Diskette 

Copy: Merge 

Copy: Standard 

Copy one document 
Copy several documents and then merge copies together . 
Delete Existing Directory — see Directory: Utilities 
Directories: Reverse Access Order 
To reverse access order of primary and secondary 
directories . ; 
Operations affected when ‘secondary di irectory first accessed 
Operations not affected when secondary directory first 
accessed . 


41 


CONNNWNDDDNDDNDNONAIAIHRHWWW ND 


42 


Directory: Change — see Primary Directory: Change or 
Secondary Directory 
Directory: Display ; 
Directory: Selecting Documents for Display 
All documents . 
Specific documents . 
Beginning characters in name . 
Matching character positions in name . 
Combination of name selection methods . 
By directory 
By author . 
By date last revised . 
Combination of methods . 
Directory: Utilities . 
Display Directory Utilities Menu while signed ¢ on to 
primary directory . 


Display Directory Utilities Menu when work station is off . 


View directory IDs . 
Add new directory 
Delete directory 
Modify directory password . a 
Copy all phrases from one directory to another 
Copy selected phrases from one directory to another . 
Change letter |D of phrase copied to another directory 
Copy directory tailors . 
Diskette: Insert at ICU 
Diskette: Utilities 
Document Break . 
Edit. 
Halt: At Printer 
To stop printer at printer. 
To restart printer at printer . 
Halt: From Work Station. 
ICU: Insert Diskette — see Diskette: ‘Insert at ICU 
ICU: Lights during System Update or Restore. 
ICU: Lights While Signed on to primary directory 
ICU: Power Off — see Power Off: ICU 
ICU: Power On — see Power ON: ICU 
Insert Diskette at |CU —-see Diskette: Insert at ICU 
Light Conditions: |CU — see ICU: Lights 
Light Conditions: Printer — see Printer: Lights 


Mod II: Power Off — see Power Off: Work Station 
Mod I!: Power On — see Power On: Work Station 
Modify Directory Password — see Directory: Utilities 
Move — see Phrase 
Operating Mode Menu . 
Password: Directory — see Directory: Utilities. 
Phrases: Copy — see Directory: Utilities 
Phrase: Delete . . oe 
Phrase: View . 
Power Off: ICU 
Power Off: Printer . 
Power Off: Work Station . 
System 3000 
Modll. . . 
Power On: ICU 
Power On: Printer , 
Metal or Plastic Wheel Printer 
Draft Printer to 
Power On: Work Station . 
Primary Directory: Change . 
Primary Directory: Sign On. 
At System 3000 
At Mod II 
Primary Directory: Tailor 
Print 
Print Queue . 
To display 
To add document to print queue: see 2 Print 
To remove one document queued to print . 
To remove all documents waiting in print queue at 
one printer. ss eee - 
Print Wheel Sets . 


Print: As Stand- Alone $ System 3000 — see System 3000: 


Stand-Alone 
Printer: Lights . 
Printer: Start — see Power On: Printer: or Halt. 
Printer: Stop — see Halt or Stop Instruction 
Printer: Power Off — see Power Off: Printer 
Printer: Power On — see Power On: Printer 
Queue — see Print Queue 
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Record. 
Recover Fixed Disk . — 
To prepare for Recovery at work stations operating 
normally 
To prepare for Recovery at work stations operating 
abnormally 
To perform Recovery . 
Secondary Directory 
Sign On — see Primary Directory: ‘Sign On, Primary 
Directory: Change, or Secondary Directory 
Standard Copy — see Copy: Standard 
Start: Printer — see Power On: Printer or Halt 
Stop Instruction . 


To stop printer at specified page without sending message , 


For print instructions before first page of document 
For print instructions after first page of document . 
To respond to Stop Instruction at printer 
Stop: Printer — see Halt 
System 3000: Stand-Alone . 
As stand-alone with Utility Disk . 
As stand-alone without Utility Disk . 
Change from System 8 work station to stand- alone without 
Utility Disk 
Print documents . . . 
System 3000: Power Off — see Power Off: Work Station 
System 3000: Power On — see Power On: Work Station 
System 8: Power Off — see Power Off: ICU 
System 8: Power On — see Power On: ICU 
System 8: Sign On — see Primary Directory: Sign On 
System Operations — see Word Processing: Select 
System Utilities — see Directory: Utilities or Recover 
Fixed Disk 
Tailor Primary Directory — see Primary Directory: Tailor 
Tailors: Copy — see Directory: Utilities 
Transfer: From Diskette to Fixed Disk 
To prepare for transfer 
To perform transfer . 
After transfer is complete 


Transfer: Selecting Documents 
All documents . 
Specific documents . 
Beginning characters in name ; 
Matching character positions in name . 
Combination of name selection methods . 
View Directory |Ds — see Directory: Utilities 
Word Processing: Select 


Work Station: Power Off — see PE Power Off: Work Station 


Work Station: Power On — see Power On: Work Station 


